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EXECUTIVE SUMMARY 

INTRODUCTION: 

This proposal recommends re-engineering the USAID Directives System to reduce the 
amount of Agency directives, to  remove excess regulations and detai 1 ed direction 
and t o  clearly define USAID policies and procedures. To do th is  the current 
directives system must be re-engineered to remove unnecessary internal 
regulations; to  improve and streaml ine the administrative processes; to  clearly 
define responsibilities and t o  clearly delineate policy from procedure. 

BACKGROUND : 

USAID issues a series of 33 Handbooks under i t s  current Directives System. These 
handbooks contain over 10,000 pages, 700 chapters and 2000 pages of graphic 
material . The handbooks contain intermingl ed pol icy, procedure, regulations, and 
guidance on a1 1 aspects of USAID operations which has been confusing t o  the users 
of the system for a number of years. 

The current series has suffered much criticism in terms of i ts  lack of clear, 
concise direction; poorly written, out of date information; and the sheer volume 
of material. 

The f i r s t  step to  improving the system was the conversion of paper to  CD-ROM. 
The office of Administrative Services initiated the process and worked jointly 
with the Office of Information Resource Management to  provide the f i r s t  disk 
containing the 33 handbooks (as i s ) .  Quarterly updates w i l l  be sent to  USAID 
Washington and overseas offices providing faster  access and retrievabi 1 i ty  of 
handbook information. A1 so, information can be printed i n  Wordperfect format for 
those who need i t .  CD-Readers were also purchased for USAID Washington offices 
and missions who need them until the CDs are available via USAID Local/Wide Area 
Network. 

This in i t ia t ive  i s  expected to  save approximately $300,000 i n  printing, mail ing, 
and storage costs. As of April 1994, no handbooks will be printed in paper 
form. Also, subscriptions for  CD-ROM disks can be ordered from the Agency a t  a 
nomi nal cost. 

The next step in the process of re-engineering the Directives System was to  
redesign the format and the numerical coding system. Other systems were reviewed 
to  develop a clear and user friendly format for writing directive pol icy and 
streaml ining the process. We studied the Forest Service, U.S. Department of Army 
Directives Systems, and several examples of format structures from a few offices 
within USAID. In addition, we attended a conference on the reformation of the 
Directives Systems for the Federal Government. We are offering the following 
proposals ( w i t h  options) fo r  consideration. 

o PROPOSAL 1: Eliminate t h e  current format, numerical coding system, and 
directives structure which includes intermingled pol i cies, procedures, and 
regulations e-g. FAMs, FAR, AIDAR and FIRMR. Implement a new system which 
separates pol i cy from procedures by the new functional areas. These functional 
areas are: 1) Organization and Executive Management, 2 )  Program and Project 
Assistance, 3) Procurement and Contracts, 4)  Personnel, and 5) Management 
Services. These policies and procedures will be i n  separate books. In addition, 
external regulations will be not be included within the USAID policies and 
procedures pub1 ications. This wi 11 immediately reduce the volume and complexity 
of finding information quickly. 

i i 



OPTION 1A 

Tier 1 USAID Policy: A Functional Tier  1 
Direct ives System which contains on ly  
USAID Pol i cy .  USAID POLICY 

Tier 2 USAID Essential Procedures: A Tier  2 
Functional D i rec t i ves  System which 
contains on ly  Essential "Mandatory" USAID ESSENTIAL PROCEDURES 
Procedures t o  ca r ry  out  USAID Pol icy.  

Tier 3 USAID Optional Guidelines: 
Reference mater ia l ,  "How To" guidance. T i e r  3 
"Optional" t o  g i ve  the requ i r i ng  o f f i c e  a 
veh ic le  by which t o  ' provjde more USAID OPTIONAL GUIDELINES 
deta i  1 ed, he1 p f  u l  i ns t ruc t ion .  

OPTION 1B 

Tier 1 USAID Policy and Essential 
Procedures: A Functional D i rec t ives 
System which contains USAID Pol i c y  and U s A ~ D  pOL~CY ESSENTIAL 
Essenti a1 "Mandatory" Procedures t o  ca r ry  PROCEDURES 
out USAID Pol icy.  

Tier 2 USAID Optional Guidelines: Tier 2 
Reference mater ia l ,  "How To" guidance. 

USAID OPTIONAL 
GUIDELINES 

iii 



OPTION 1C 

Tier 1 USAID Policy: A Functional ~i~~ 1 
Direct ives System which contains on ly  
USAID Pol i cy .  UBAID POLICY 

Tier 2 USAID Essential Procedures and Tier 
Guidelines: A Functional D i rec t ives 
System which contains USAID Essential ESSENTIAL PROCEDURES 
"Mandatory" Procedures t o  ca r ry  out  USAID and GUIDELINES 
Po l i cy  and o f f e r  more d e t a i l  guidance, 
"How To" on the  essent ia l  procedures. 



o PROPOSAL 2: El iminate the current numeric system and adapt a simpler, uniform, 
and standard numeric coding system fo r  USAID policy and procedure. 

OPTION 2A: NUMERIC CODING I 

In t h i s  example the Pol icy and Essential Procedures would be arranged as  follows: 

OPTION 2A 

The Policies would be arranged 
as fo l l  ows: 

1 Major Function T i t l e  

1.1 Sub-Functi on 

1.1.1 A u t  hori t y  

1.1.2 Object i ve 

1.1.3 Responsibility 

1.1.4 Definitions 

1.1.5 Pol icy Section 
(Headi ng ) 

1.1.5.1 Policy T i t l e  

1.1.5.1-1 Policy # 1 

1.1.5.1-2 Policy # 2 

The Essential Procedures Series would be 
arranged as f 01 1 ows : 

0.1 Major Function T i t l e  

0.1.1 Sub-Function 

0.1.1.1 Authority 

0.1.1.2 Objective 

0.1.1.3 Responsibilities 

0.1.1.4 Definitions 

0.1.1.5 Essential 
Procedures 

0.1.1.5.1 Subject Ti t l  e 

0.1.1.5.1-1 Chapter 1 

0.1.1.5.1-2 Chapter 2 

0.1.1.5.1-2.1 Sub-paragraph in 
Chapter 2 

0.1.1.5.1-2.2 Sub-paragraph 2 
in Chapter 2 



OPTION 2B: NUMERIC CODING I1 

In this example the Pol i cy  and Essential Procedures would be arranged as f o l l  ows: 

NUMERIC CODING I1 

OPTION 28 

The Policies would be arranged as 
f 01 1 ows : 

100 Major Function T i  t l  e 

101 Sub-Functi on 

101.1 Authority 

101.2 Objective 

101.3 Responsi bi 1 i t y  

101.4 Definit ions 

101.5 Pol i cy  Section (Heading) 

101.5.1 Policy T i t l e  

101.5.1-1 Policy # 1 

101.5.1-2 Policy # 2 

The Essential Procedures Ser i es 
would be arranged as  follows: 

El00 Major Function Ti t l  e 

El01 Sub-Function 

E1O1. l  A u t  hori t y  

E101.2 Objective 

E101.3 Responsibi l i t ies  

E101.4 Definit ions 

E101.5 Essential  Procedures 

E101.5.1 Subject T i  t l  e 

E101.5.1-1 Chapter 1 

E101.5.1-2 Chapter 2 

E101.5.1-2.1 Sub-paragraph 
i n  Chapter 2 

E101.5.1-2.2 Sub-paragraph 2 
i n  Chapter 2 

E101.5.1-2.3 Sub-paragraph 3 
i n  Chapter 2 

We be1 ieve  Option 1 A  f o r  t he  format and Option 28 f o r  t h e  numeric coding systems 
wil l  meet t h e  goal of giving agency employees t he  t oo l s  needed t o  do t h e i r  jobs 
through eas ie r  access t o  information; c lea re r  pol i cy  d i rec t ion ;  and read i ly  
avai lab1 e technical expert ise.  



I RE-ENGINEERING THE DIRECTIVES SYSTEM FOR USAID I 
PROPOSAL STATEMENT 

T h i s  proposal recommends re-engineering the USAID Directives System t o  reduce the 
amount of Agency direct ives ,  t o  remove excess regulations and detailed direction 
and t o  clear ly define the Agency policies and procedures. To do t h i s  the current 
directives system must be re-engi neered t o  remove unnecessary internal 
regulations; t o  improve and stream1 ine the administrative processes; t o  cl early 
define responsibil i t i  es and t o  clear ly del ineate pol icy from procedure. 

o Current directives a r e  poorly written and confusing t o  read. 
o Material is  s ignif icant ly out of date. 
o Policy i s  not c lear ly defined or easi ly  located throughout 33 

Handbooks. 
o Materi a1 i s  redundant throughout the Handbook ser ies .  
o The functional s t ructure of the Handbook ser ies  is  inadequate. 
o The direction of Agency demands and guidance i s  not c lear ly defined 

or succinct. 
o Agency policy i s  mixed throughout approximately 700 chapters. 

USAID issues a ser ies  of 33 Handbooks under i t s  current Directives System. These 
handbooks contain over 10,000 pages, 700 chapters, and 2000 pages of graphic 
materi a1 . These handbooks contain i ntermingl ed pol icy, procedure, regulations , 
and guidance on a l l  aspects of USAID operations which has been confusing t o  the 
users of the system fo r  a number of years. 

The i n i t i a l  intent  of the handbooks as they a re  today, was t o  provide policy and 
procedure and a l l  other pub1 ications deal ing w i t h  the Agency w i t h i n  one location. 
Each handbook was developed within a functional area as a means of providing 
specif ic  re la t ive  guidance. 

As time progressed, so d i d  the guidance and function of the  Agency. This 
generated more pol icy,  more procedures, and more overlapping between bureaus and 
offices.  As a r e su l t ,  the handbooks have l o s t  s ight  of the t rue  purpose and 
i n t e n t  of directives.  

T h e  current ser ies  has suffered much crit icism i n  terms of i t s  lack of c lear ,  
concise direction; poorly written, out of date information; and the sheer volume 
of material. 



As indicated by the Administrator, the reformation on reorganization i s  t o  "give 
the missions, the offices and the bureaus the tools needed to  do their jobs: 
easier access to  information; clearer pol icy direction; and readily avai lab1 e 
technical expertise where and when i t  i s  needed." 

One of the facets of the reformation i s  the need to  improve the current directive 
system. What i s  being proposed would make the current system obsolete and make 
the directives system more user friendly than i t s  predecessor. 

The f i r s t  step to  improving the system was the conversion of the handbooks from 
paper to  CD-ROM. 

The office of Administrative Services initiated the process and worked jointly 
with the Office of Information Resource Management t o  provide the f i r s t  disk 
containing the 33 handbooks (as i s ) .  Quarterly updates will be sent to USAID 
offices in Washi ngton/Overseas providing faster access and re t r i  evabi 1 i ty  of 
handbook information. Also, information can be printed in Wordperfect format for 
those who need i t .  CD-Readers were also purchased for USAID Washington offices 
and missions who need them until the CDs are available via USAID Local/Wide Area 
Network. 

The next step i n  the process of re-engineering the Directives System was to  
redesign the format and the numerical coding system. Other systems were reviewed 
t o  develop a clear and user friendly format for writing directive policy and 
stream1 ining the process. We studied the Forest Service, U.S. Department of Army 
Directives Systems, and several examples of format structures from offices within 
USAID, i .e.  Policy Directorate, Office of Information Resource Management, and 
Office of Foreign Disaster Assistance. In addition, we attended a conference on 
the reformation of the Directives Systems for the Federal Government. 

I n  our review of other agencies' systems, a key point that was continuously 
brought up was the need to empower the employee by clearly identifying policy, 
responsi bi 1 i t i e s  and essential procedures i n  order to better accompl i s  h their 
duties. The official communications of the Agency should be focused and reduce 
traditional bureaucratic hurdles. With this in mind, we offer the foll owing 
proposed options for consideration. 



o PROPOSAL 1: FORMAT AND STRUCTURE 

OPTION 1A 

Tier 1 T i e r  1 

USAID Policy: A Functional Directives USAID POLICY 
System which contains only USAID Policy. 

T i e r  2 
Tier 2 

USAID EBSENTIAL PROCEDURE8 
USAID Essential Procedures: A Functional 
Directives System which contains only 
Essential "Mandatory" Procedures t o  carry 
out USAID Policy. 

Tier 3 
T i e r  3 

USAID O~tional  Guide1 ines: Reference 
material', "HOW TO" guidance. USAID OPTIONAL GUIDELINE8 
"Optional " t o  give the requiring of f ice  a 
vehicle by which t o  provide more 
detailed, he1 pful instruction. 



OPTION 1A 

Tier 1 

USAID POLICY 

POLICY: The f i r s t  t i e r  of Option 1 proposes tha t  USAID place a1 1 i t s  Agencywide 
Policies w i t h i n  one publ ication called USAID Po7icv. 

The USAID P o l i c y  document would identify and c l a r i fy  the most important things 
the Agency does. Policy refers  t o  clear ,  concise pol icy statements and/or 
direction for  the Agency, rules  and regulations and the overall framework of 
general guide1 ines the Agency follows as i t  carr ies  out i ts  work. Pol icy places 
accountabi 1 i t y  and responsi b i  1 i ty,  and measures the  accompl ishment of pol icy 
objectives. 

USAID would have f ive  major functional ser ies:  1) Organization and Executive 
Management, 2)  Program and Project Assistance, 3)  Procurement and Contracts, 
4) Personnel, and 5) Management Services. An example of t h i s  is  the Table of 
Contents (See Attachment A ) .  

The Policy book would s t a t e  the authority, objective, responsibil i ty,  l i s t  of 
def ini t ions and the pol icy statement(s). 

USAID P o l i c y  does n o t  contain detailed instructions or  technical guidance. Nor 
does i t  include internal policy for  bureaus/ missions or offices.  

RESPONSIBILITY: To ensure tha t  the information i n  the Policy book is accurate, 
the author of f ice  head would authorize each Policy and be held responsible fo r  
the annual cer t i f ica t ion  of the i r  section w i t h i n  the  Policy book. 

W i t h i n  the  Administrator section, i t  would clear ly s t a t e  who has the authority 
t o  write Agencywide pol icy. The administrator may designate the bureau heads as 
the ones t o  define the pol icy and/or a1 low the heads t o  designate someone w i t h i n  
t he i r  bureaus. For some pol i c i e s ,  the authority may originate  from the Congress, 
FARs, FAMs, AIDAR or FIRMR. Besides the administrator, the only other off ices  
tha t  would be included i n  the Administrator section a r e  Handbook 5 - Delegation 
of Authority (GC)  and Handbook 17 - AID Organization (FM/B). 

AUDIENCE: Again, t h i  s "Pol icy book" would contain only agencywide pol icy not 
internal mission/bureau or of f ice  policy. T h e  intended audience i s  presumed t o  
b e  executive level s ta f f  and external agencies. 

CROSS-REFERENCE: In order t o  reduce the amount of redundancy w i t h i n  directives 
we propose the use of cross-referencing. We suggest tha t  i f  a pol icy resides i n  
the FAR, FAM, FIRMR or any other outside source, then refer  the user t o  tha t  
par t icular  publication and section. Use of CD-ROM t o  include a l l  necessary 
publ ications would a s s i s t  i n  this cross-reference and would cut down the  s i ze  of 
the direct ives  drast ical ly .  



OPTION 1A 

Tier 2 

USAID ESSENTIAL PROCEDURES 

USAID E s s e n t i a l  Procedures publ i c a t i o n  would contain "mandatory" procedures 
t h a t  support spec i f i c  Agencywide po l i c ies .  This would a l low streaml in ing 
admin is t ra t ive  processes and empowering employees w i t h  au tho r i t y  t o  do t h e i r  
jobs. 

Essential Procedures would be w r i t t e n  by the author o f f i c e s  i n  cooperation w i t h  
the f i e l d .  

Essential Procedures are NOT in te rna l  procedures f o r  bureaus/mi ssions o r  o f f i ces .  

RESPONSIBILITY: To ensure t h a t  the  informat ion i n  the  Essenti a1 Procedures book 
i s  accurate, the  author o f f i c e  head would s ign o f f  on each Essential Procedure 
and be held responsible f o r  the  annual c e r t i f i c a t i o n  o f  t h e i r  sect ion w i t h i n  the 
book. 

The procedures r e f e r  t o  and support spec i f i c  p o l i c i e s  i n  t he  Po l i cy  book. 
Essential Procedures are mandatory procedures pu t  f o r t h  by the author o f f i ces .  
These procedures go i n t o  d e t a i l  on what must be completed and how t o  comply w i t h  
the  p o l i c y  they support. O f  the three t i e r s ,  Essential Procedures would more 
than l i k e l y  be used the most. The intended users are presumed t o  be s i t e  
managers, o f f  i c e  managers, mission employees, o f f i c e  s t a f f ,  contractors, and 
other external users. 

AUDIENCE: Again, t h i  s publ i cat ion would contain on ly  "mandatory" procedures t h a t  
support spec i f i c  Agencywide po l i c ies .  The intended audience i s  presumed t o  be 
every USA1 D empl oyee . 
CROSS-REFERENCE: I n  order t o  reduce the amount o f  redundancy w i t h i n  d i r ec t i ves  
we propose the  use o f  cross-referencing. We suggest t h a t  i f  ce r t a i n  essent ia l  
procedures res ide  i n  the FAR, FAM, FIRMR o r  any other outs ide source, then r e f e r  
the user t o  t h a t  p a r t i c u l a r  pub l i ca t ion  and section. Use o f  CD-ROM t o  inc lude 
a1 1 necessary publ i ca t ions  would ass is t  i n  t h i s  cross-reference and would cut  
down the  s i z e  o f  the d i rec t i ves  d ras t i ca l l y .  



OPTION 1 A  

T i e r  3 

USAID OPTIONAL GUIDELINES 

O~tional Guidelines: These reference "How To" guides are not required and not 
encouraged. These guidebooks are offered only as reference resources to ass is t  
the user i n  understanding in greater detail of the Essential Procedures. The 
guidebooks would ass is t  the user in having a clearer understanding of the 
essential procedures and forms. 

Not every office may need or desire to  create guidelines. If one i s  created by 
an author office i t  must be an Agencywide guidebook. I t  would be included on the 
CD and appropriately cross-referenced when necessary. 

Optional Guidelines would offer helpful suggestions i.e. in f i l l ing  out forms, 
p u t t i n g  together a proposal paper or program paper. All information in these 
reference guides are Agencywide guidelines. If an author office feels i t  would 
be beneficial to  have a guidebook then i t  i s  up to them to  develop the book. The 
guidebooks would then be included on the CDs. 



OPTION 1B 

Tier 1 

USAID Pol icy and Essential Procedures: A ~i~~ 1 
Functional D i rec t i ves  System which 
contains USAID P o l i c y  and Essent ia l  U ~ A I D  POLICY ESSENTIAL 
"Mandatory" Procedures t o  c a r r y  ou t  USAID PROCEDURE8 
Pol i cy .  

Tier 2 Tier 2 

USAID Optional Guide1 ines: Reference USAID OPTIONAL 
mater ia l ,  "How To" guidance. GUIDELINES 



OPTION 1B 

USAID POLICY AND ESSENTIAL 
PROCEDURES 

USAID Policv and Essential Procedures: These books would consist of Agencywide 
pol i c i  es and procedures. 

&flJgy re fers  t o  statements of policy and/or direction for  the Agency, rules and 
regulations and the overall framework of general guide1 ines the  Agency f o l l  ows 
as i t  car r ies  out i t s  work. 

Policies a r e  NOT detailed instructions or technical guidance. Nor does i t  
include internal policy for  bureaus/missions or offices.  

Essential Procedures re fer  t o  and support the policies i n  the Policy and 
Essential Procedures book. Essential Procedures a r e  mandatory procedures put 
for th by the  author offices.  These procedures go into detail  on what mandatory 
procedures must be completed and how t o  comply w i t h  policy. They a r e  NOT inner 
o f f i ce  procedures. This book does not include internal pol icy or procedures for  
bureaus, missions or offices.  

RESPONSIBILITY: To ensure tha t  the information i n  the Pol icy and Essential 
Procedures book i s  accurate, the author off ice head would authorize each Pol icy 
and Essential Procedure and be held responsible fo r  the annual cer t i f ica t ion  of 
the i r  section w i t h i n  the Policy book. 

The books will s t a t e  the authority, objective, responsibil i ty,  l i s t  of 
def ini t ions,  pol icy statement, and essential procedures. 

W i t h i n  the Administrator section of the Policy and Essential Procedures book i t  
would clear ly s t a t e  who has the authority t o  write agencywide policy and 
procedures. The administrator may designate the bureau/mission or of f ice  heads 
as the ones t o  write policy and procedures and/or be able t o  designate someone 
w i t h i n  their bureau/mission or office.  

AUDIENCE: The i n t e n d e d  audience fo r  th i s  book i s  presumed t o  be every USAID 
employee and a l l  other users outside USAID. 

CROSS-REFERENCE: In order t o  reduce the amount of redundancy w i t h i n  directives 
we propose the use o f  cross-referencing. We suggest tha t  i f  certain essential 
procedures reside i n  the FAR, FAM, FIRMR or any other outside source, then refer  
the user t o  tha t  particular publication and section. Use of CD-ROM t o  include 
a l l  necessary publications would a s s i s t  i n  t h i s  cross-reference and would cut 
down the s i z e  of the directives drast ical ly .  



OPTION 1B 

Tier 2 

USAID OPTIONAL 
GUIDELINES 

Optional Guidelines: These reference "How To" guides are not  requ i red o r  
encouraged. These guidebooks are o f fered on ly  as a reference resources t o  ass i s t  
the  user i n  understanding i n  greater d e t a i l  the Essential Procedures. The 
guidebooks would ass is t  the  user i n  having a c learer  understanding o f  the 
essent ia l  procedures and forms. 

Not every o f f i c e  may need o r  des i re  t o  create guidel ines. I f  one i s  created by 
an author o f f  i c e  i t  must be an Agencywide guidebook. It would be included on the  
CD and appropri ate1 y cross-ref erenced when necessary. 

Optional Guidelines would o f f e r  he lp fu l  suggestions i.e. i n  f i l l i n g  out  forms, 
pu t t i ng  together a proposal paper o r  program paper. A l l  in format ion i n  these 
reference guides are Agencywide guidel ines. I f  an author o f f i c e  f ee l s  i t  would 
be bene f i c ia l  t o  have a guidebook then i t i s  up t o  them t o  develop the  book. The 
guidebooks would then be included on the CDs. 

To ensure t h a t  t he  informat ion i n  the Guidebooks are accurate, the  author o f f i c e  
head w i l l  be held responsible f o r  the annual c e r t i f i c a t i o n  o f  t h e i r  section. 



OPTION 1C 

Tier 1 

USAID Policy: T i e r  1 

A Functional D i rec t ives System which U8AID POLICY 
contains on ly  USAID Pol icy.  

Tier 2 

USAID Essential Procedures and Tier 2 
Guidelines: A Functional D i rec t ives 
System which contains USAID Essential ESSENTIAL PROCEDURES 
"Mandatory" Procedures t o  ca r ry  out  USAID and GUIDELINES 
Po l i cy  and o f f e r  more d e t a i l  guidance, 
"How To" on t he  essent ia l  procedures. 



OPTION 1C 

Tier 1 

USAID POLICY 

POLICY: The f i r s t  t i e r  o f  Option 1 C  proposes t h a t  USAID p lace a1 1 i t s  Agencywide 
Po l i c ies  w i t h i n  one publ i c a t i o n  ca l led  USAID Policy. 

The USAID Policy document would i d e n t i f y  and c l a r i f y  the  most important th ings 
the  Agency does. Po l i cy  r e fe r s  t o  clear, concise pol i c y  statements and/or 
d i r e c t i o n  f o r  t he  Agency, r u l es  and regu la t ions and the overa l l  framework o f  
general guide1 ines the Agency fo l lows as i t  car r ies  out  i t s  work. Pol i c y  places 
accountabi 1 i ty  and respons i b i  1 i t y  , and measures the accompl i shment o f  po l  i c y  
object ives.  

The Po l i c y  book would s ta te  the author i ty ,  object ive,  r espons ib i l i t y ,  l i s t  o f  
d e f i n i t i o n s  and the  p o l i c y  statement(s). 

USAID would have f i v e  major funct iona l  ser ies : 1) Organization and Executive 
Management, 2) Program and Pro jec t  Assistance, 3) Procurement and Contracts, 
4) Personnel , and 5 )  Management Services. An example o f  t h i s  i s  the  Tab1 e o f  
Contents (See Attachment A). 

USAID Policy does no t  contain de ta i led  ins t ruc t ions  o r  technical  guidance. Nor 
does i t  inc lude i n te rna l  p o l i c y  f o r  bureaus/ missions o r  o f f i ces .  

RESPONSIBILITY: To ensure t h a t  t he  informat ion i n  the  Pol i c y  book i s  accurate, 
the author o f f i c e  head would s ign o f f  on each Pol i c y  and be held responsible f o r  
the annual c e r t i f i c a t i o n  o f  t h e i r  sect ion w i t h i n  the  Po l i cy  book. 

Within the  Administrator section, i t  would c l e a r l y  s t a t e  who has the au tho r i t y  
t o  w r i t e  Agencywide pol i cy .  The administrator  may designate the bureau heads as 
the ones t o  def ine the p o l i c y  and/or a l low the heads t o  designate someone w i t h i n  
t h e i r  bureaus. For some pol i c i es ,  the au tho r i t y  may o r i g i na te  from the  Congress, 
FARs, FAMs, AIDARs o r  FIRMR. Besides the  Administrator, the  on ly  other o f f i c e s  
t h a t  would be included i n  the  Administrator sect ion are  Handbook 5 - Delegation 
o f  Au thor i t y  (GC) and Handbook 17 -A ID  Organization (FM/B). 

AUDIENCE: Again, t h i s  "Pol icy book" would contain on ly  agencywide p o l i c y  not  
i n t e rna l  mission/bureau o r  o f f i c e  pol  i cy .  The intended audience i s  presumed t o  
be executive l eve l  s t a f f  and audi tors f o r  USAID. 

CROSS-REFERENCE: I n  order t o  reduce the amount o f  redundancy w i t h i n  d i r ec t i ves  
we propose the  use o f  cross-referencing. We suggest t h a t  i f  a po l  i c y  resides i n  
the  FAR, FAM, FIRMR o r  any other outs ide source, then r e f e r  the  user t o  t h a t  
p a r t i c u l a r  pub l i ca t ion  and section. Use of CD-ROM t o  inc lude a l l  necessary 
publ i ca t ions  would ass is t  i n  t h i s  cross-reference and would cut  down the s i ze  o f  
the d i r ec t i ves  d ras t i ca l l y .  



OPTION 1C 

T i e r  2 

ESSENTIAL PROCEDURES 
and GUIDELINES 

USAID Essent-fal Procedures and Guidel ines publ i cat ion woul d contain on1 y 
mandatory procedures and guidel ines which support spec i f i c  Agencywide po l i c i es  
i n  the Po l i c y  pub l ica t ion.  

Essential Procedures and Guidelines are de ta i led  mandatory procedures of what 
must be completed, and how, i n  order t o  comply w i t h  the  p o l i c y  they support. 

Essential Procedures and Guidelines would be w r i t t e n  by the author o f f i c e s  i n  
cooperation w i t h  the  f i e l d .  

Essential Procedures and Gui del i nes a re  NOT i n te rna l  procedures for  
bureaus/missions o r  o f f i ces .  

RESPONSIBILITY: To ensure t h a t  the informat ion i n  t h i s  book i s  accurate, the 
author o f f  i c e  head would author ize each Essential Procedure and guide1 i n e  and be 
held responsible f o r  the annual c e r t i f i c a t i o n  o f  t h e i r  sect ion w i t h i n  the book. 

AUDIENCE: Essential Procedures and Guidel ines would more than 1 i k e l y  be used the 
most o f  the  two t i e r s .  The intended users are presumed t o  be s i t e  managers, 
o f f i c e  managers, workers i n  the f i e l d ,  o f f i c e  s t a f f ,  and contractors. 

I n  order t o  reduce the  amount o f  redundancy w i t h i n  d i r ec t i ves  we propose the use 
o f  cross-referencing. We suggest t ha t  i f  ce r t a i n  essent ia l  procedures res ide i n  
the FAR, FAM, FIRMR o r  any other outs ide source, then r e f e r  the  user t o  t h a t  
p a r t i c u l a r  publ i c a t i  on and section. 

The procedures would be w r i t t e n  i n  a "how t o "  manner t o  ass i s t  the  user i n  
understanding i n  greater d e t a i l  the Essential Procedures. 

Guidelines would be o f fered i.e. i n  f i l l i n g  out  forms, p u t t i n g  together a 
proposal paper o r  program paper, etc. 

CROSS-REFERENCE: I n  order t o  reduce the amount o f  redundancy w i t h i n  d i  r e c t i  ves 
we propose the  use o f  cross-referencing. We suggest t h a t  i f  a pol  i c y  resides i n  
the FAR, FAM, FIRMR o r  any other outs ide source, then r e f e r  the  user t o  t h a t  
p a r t i c u l a r  publ i c a t i o n  and section. Use o f  CD-ROM t o  inc lude a l l  necessary 
pub l ica t ions would ass i s t  i n  t h i s  cross-reference and would cu t  down the  s ize  o f  
the  d i r ec t i ves  d ras t i ca l l y .  



o PROPOSAL 2: NUMERIC CODING 

A l l  Pol icy ,  Essential Procedures, and Guide1 ines would be connected by a new 
numeric ser ies based on funct iona l  areas. The current  system funct iona l  
breakdown i s  l i s t e d  i n  Attachment B o f  t h i s  document. 

We a re  proposing t h a t  w i t h i n  each "book" a Functional Tab would e x i s t  f o r  each 
o f  t he  f i v e  major funct ions:  

1. Organization and Executive Management 
2. Progrm and Project Assistance 
3, Procurement and Contracts 
4, Personnel 
5, Management Services 

Within the  f i v e  major functions, there would be a Sub-Function Title f o r  the 
Po l i cy  o r  Essential Procedure being addressed i . e  Housing Programs, Grants, 
P r i n t i n g  and Graphics, o r  Overseas Support t o  name j u s t  a few. 

As a standard, author o f f i c e s  w i l l  be responsible f o r  s t a t i n g  the Author i ty ,  
Objective, Responsibi l i ty ,  and Def in i t i ons  p r i o r  t o  s t a t i n g  the Po l i cy  o r  
Essential Procedure. These headers w i l l  always be l i s t e d  r i g h t  a f t e r  the  Sub- 
func t ion  tab. Each Sub-Function t i t l e  ca r r ies  i t s  own numeric code. This code 
w i l l  be consistent  throughout a l l  the proposed options. 

The f o l l  owing codes apply t o  the f o l  lowing Sub-Function t i t l e s :  

1, Authority 
2. Objective 
3. Responsibility 
4, Definitions 
5. Policy or Required Procedure 

An example o f  the  numeric coding w i t h  these Function and Sub-function headings 
i s  as fo l lows: 

Example: 

USAID Policy Publication 

Function Code (Org. and Ex. Mgt.) 
Sub-Function Code (Author i ty )  I I Po1 i c y  Section Header 

p o l i c y  T i t l e  
Pol i c y  # 

2.1.5.1- 

Essential Procedures 

Func : t i on  Code (Org. and Ex. Mgt.) 
Sub-Function Code (Author i ty )  

Essential Procedures 
Subject T i  tl e 

Chapter # 
Sub-paragraph i n  Chapter 

I l l  



o PROPOSAL 2 

OPTION 2A: NUMERIC CODING I 
7 t h i s  example the  Pol i c y  and Essential Procedures would be arranged as f o l  1 ows 

NUMF,RIC CODING I 

OPTION 2A 

The Policies would be arranged 
as f o l l  ows : 

1 Major Function T i t l e  

1.1 Sub-Function 

1.1.1 Author i t y  

1.1.2 Object ive 

1.1.3 Responsi b i  1 i t y  

1.1.4 De f i n i t i ons  

1.1.5 Pol i c y  Section 
(Heading) 

1 1 5 . 1  Po l i c y  T i t l e  

1.1.5.1-1 Po l i c y  # 1 

1.1.5.1-2 Po l i cy  # 2 

ssential Procedures mav ~ e r t a i n  t c  
would be responsi b l  e 
essenti  a1 procedures 

f& ;tatins 
are f o r  i .e. 

The Essential Procedures Series would be 
arranged as f 01 1 ows : 

0.1 Major Function T i t l e  

0.1.1 Sub-Function 

0.1.1.1 Au thor i t y  

0.1.1.2 Object ive 

0.1.1.3 Respons ib i l i t ies  

0.1.1.4 De f in i t i ons  

0.1.1.5 Essential 
Procedures 

0.1.1.5.1 Subject T i t l e  

0.1.1.5.1-1 Chapter 1 

0.1.1.5.1-2 Chapter 2 

0.1.1.5.1-2.1 Sub-paragraph i n  
Chapter 2 

0.1.1.5.1-2.2 Sub-paragraph 2 
i n  Chapter 2 

me  o r  several pol i c i  es . The author o f f  i c ( 

i n  t h e i r  opening paragraph which po l  i c i  es 
Chapter 0.2.1.4.1-1 r e f e r s  t o  Po l i c ies  2.1 

through 2 .'I, 5-8. 

The Optional Guidelines would be arranged as fol lows: 
Major Function T i  tl e G2 

Sub-f unc t i  on 62.1 
Optional Guide1 ines G2.1.1 
Sub-paragraph w i t h i n  the  Guidel ine G2.1.1-1 

the 
.5-1 

Optional Guidel ines may pe r t a i n  t o  one o r  several Essent ia l  Procedures. 
Therefore, i t  i s  up t o  the author o f f i c e  t o  s ta te  i n  t h e i r  opening paragraph 
which Chapters o f  the Essential Procedures book t h i s  gu ide l ine  r e f e r s  to .  



OPTION 28: NUMERIC CODING I1 
n t h i s  example the Pol i c y  and Essential Procedures would be arranged as f o l  lows 

NUMERIC CODING I1 

OPTION 28 

The Policies would be arranged as 
f 01 1 ows : 

100 Major Function T i t l e  

101 Sub-Function 

101.1 Aut hor i  ty  

101.2 Object ive 

101.3 Respons ib i l i ty  

101.4 De f in i t i ons  

101.5 Pol i c y  Section (Heading) 

101.5.1 Po l i cy  T i t l e  

101.5.1-1 Po l i cy  # 1 

101.5.1-2 Po l i c y  # 2 

ssential Procedures may pe r ta i n  t o  one 

The Essential Procedures Ser i  es 
would be arranaed as fo l lows: 

Major Function T i  tl e 

Sub-Functi on 

Au thor i t y  

Object ive 

Respons ib i l i t ies  

De f in i t i ons  

Essenti a1 Procedures 

Subject T i t l e  

E101.5.1-1 Chapter 1 

E101.5.1-2 Chapter 2 

E101.5.1-2.1 Sub-paragraph - ' 

i n  Chapter 2 

E101.5.1-2.2 Sub-paragraph 2 
i n  Chapter 2 

E101.5.1-2.3 Sub-paragraph 3 
i n  Chapter 2 

)r several po l i c ies .  The author o f f i c  
would be responsible f o r  s t a t i ng  i n  t h e i r  opening paragraph which p o l i c i e s  the  
essent ia l  procedures are' f o r  i .e. Chapter E101.5.1-1 re fe r s  t o  Po l i c ies  101.5.1-1 
through 101.5.1-8. 

The Optional Guidelines would be arranged as fol lows: 
Major Function T i t l e  G l O O  

Sub-function G101.1 
Optional Guide1 ines 6101.1.1 
Sub-paragraph w i t h i n  the Guidel ine G 1 O 1 . l . l - 1  

Optional Guidel ines may pe r t a i n  t o  one o r  several Essential Procedures. 
Therefore, i t  i s  up t o  the author o f f i c e  t o  s ta te  i n  t h e i r  opening paragraph 
which Chapters o f  the Essential Procedures book t h i s  gu ide l ine re fe r s  to.  



CD-RW CONVERSION: 

The f i r s t  step t o  improving the  system was the conversion o f  handbooks from paper 
t o  CD-ROM. This involved convert ing 10,000 pages o f  t e x t  and 2,000 pages o f  
graphic mater ia l  (approximately 700 f i l e s  o f  informat ion) i n t o  one CD-ROM disk. 

The o f f i c e  o f  Administrat ive Services i n i t i a t e d  the process and worked j o i n t l y  
w i t h  the  O f f i ce  o f  Informat ion Resource Management t o  provide the  f i r s t  d isk  
contain ing the  33 handbooks (as i s ) .  Quar te r l y  updates w i l l  be sent t o  USAID 
o f f i c e s  i n  Was h i  ngton/Overseas prov id ing f as te r  access and r e t r i  evabi 1 i t y  o f  
handbook informat ion.  Also, informat ion can be p r i n ted  i n  Wordperfect format f o r  
those who need it. CD-Readers were a lso purchased f o r  USAID Washington o f f i c e s  
and missions who need them u n t i l  t he  CDs are ava i lab le  v i a  USAID Local/Wide Area 
Network 

The CD-ROM w i l l  be the  medium used t o  compliment the handbooks when cross- 
referencing non-Agency publ ica t ions such as, the FAR, the FIRMR, and the FAMs. 
We envis ion a ser ies  o f  reference CDs f o r  the Agency. Hardcopy o f  the handbooks 
w i l l  be discontinued a f t e r  A p r i l  o f  1994. 

The goal o f  RE-ENGINEERING the DIRECTIVES SYSTEM i s  three-fo ld,  t o  reduce the  
complexity o f  f i n d i n g  informat ion quickly,  t o  reduce the volume o f  d i rec t ives,  
and t o  make the  informat ion more accurate, c lear,  and concise. We r e a l i z e  USAID 
p o l i c i e s  are cu r ren t l y  immersed w i t h i n  a system o f  procedures o f  which most USAID 
employees on ly  see a f rac t ion .  By d i v i d i ng  p o l i c y  from procedures m u l t i p l y  
audiences w i l l  be be t t e r  served. The executive l eve l  o f  USAID and other users 
w i l l  f i n d  they more f requent ly  use the  USAID Po l i cy  pub l ica t ion.  USA1 D 
employees assigned operational dut ies  w i l l  f i n d  they more widely use the  USAID 
Procedural pub1 i c a t i  on. Both documents w i  11 provide the  informat ion and 
assistance t h a t  both audiences seek. 

We discovered i n  researching various d i r e c t i v e  systems t h a t  the ch ie f  complaint 
about t h e i r  numeric coding systems were t h a t  they ran  out  o f  numbers! We be l ieve  
t h a t  w i l l  not  happen w i t h  Option 28. 

We be l ieve  Option 1 A  would meet the  goal o f  g i v i ng  agency employees a 
standardized t o o l  t o  do t h e i r  jobs through easier access t o  information; c learer  
p o l i c y  d i rec t ion ;  and r e a d i l y  ava i lab le  technical  expert ise. 



ATTACHMENT A-1 

USAID POLICIES 
(Numeric Option 2A) 
TABLE OF CONTENTS 

ORGANIZATION AND EXECUTIVE MANAGEMENT (Hbs 5 & 17) 

Administrator USAID Policies 
Authority 
Objective 
Responsibilities 
Definitions 
Policy Section 

Delegations of Authority and Organizational Structure 
Authority 
Objective 
Responsibilities 
Definitions 
Policy Section 

IDCA 
TDA 
Office of Administrator and Executive Secretariate 
Assistant Administrators, Mission Directors and 
Principle Diplomatic Officers 
Bureau for Africa (AFR) 
Bureau for Asia/Near East (ANE) 
Bureau for Latin America and the Caribbean (LAC) 
Bureau for Europe and New Independent States 
Bureau for Global Programs, Field Support, and 
Research (GFR) 
Bureau for Food Disaster Assistance and Crisis 
Management (FDC) 
Bureau for Private Enterprise (PRE) 
Bureau for Management (M) 
Bureau for Program and Policy Coordination (PPC) 
Bureau for Legislative and Public Affairs (LPA) 
Office of Equal Opportunity Programs (EOP) 
Office of General Counsel (GC) 
Office of Small Disadvantaged Business 
Utilization/Minority Resource Center (OSDBU/MRC) 
Office of the Inspector General (IG) 
Office of International Training (OIT) 

USAID Organizational Structure (This can be 
incorporated into Del of Author above or split out 
separately) 
Authority 
Objective 
Responsibilities 
Definitions 
Policy Section 

SEE ESSENTIAL PROCEDURES 0.1 



2 PROGRAM AND PROJECT ASSISTANCE (HBs 1,2,3,4,7,8,9,10) 

2.1 U.S. Development Assistance 
2.1.1 Authority 
2.1.2 Ob j ect ive 
2.1.3 Responsibilities 
2.1.4 Definitions 
2.1.5 Policy Section 
2.1.5.1 Overall Policies of U.S. Development Assistance 
2.1.5.1-1 Legislative Framework 
2.1.5.1-2 Organizational Framework 
2.1.5.1-3 USAID Missions 
2.1.5.2 Setting Policy for USAID 
2.1.5.2-1 Policy Papers 
2.1.5.2-2 Policy Determinations 

Guaranteed Housing Program 
Authority 
Objective 
Responsibilities 
Definitions 
Policy Section 
Program Planning 
Statutory Provisions 
Program Policies 

Program Implementation 
Lender Selection 
Negotiation of Contract Documents 
Technical Assistance 
Loan and Escrow Disbursements 

Financial Management of Housing Program 
Collection of Fees 
Monitoring Activity in the Housing Guaranty Fund 

2.3 Food for Peace (Title 11) 
2.3.1 Authority 
2.3.2 Ob j ect ive 
2.3.3 Responsibilities 
2.3.4 Definitions 
2.3.5 Policy Section 
2.3.5.1 Concessional Sales Programs 
2.3.5.1-1 Title I 
2.3.5.1-2 Food for Peace 
2.3.5.2 Foreign Donation Programs 
2.3.5.2-1 Title 11' 
2.3.5.2-2 Claims for Losses, Damages and Improper 

Distribution 
2.3.5.2-3 Emergency Projects 
2.3.5.2-4 Local Currency Projects 
2.3.5.3 Evaluations and Audits 

(SEE ESSENTIAL PROCEDURES 0.2) 



3 PROCUREMENT AND CONTRACTS (HBs lB,11,12,13,14,15) 

3.1 Project and Nonproject Procurement 
3.1.1 Authority 
3.1.2 Ob j ective 
3.1.3 Responsibilities 
3.1.4 Definitions 
3.1.5 Policy Section 
3.1.5.1 Commodity Eligibility 
3.1.5.1-1 Eligibility of Commodities 
3.1.5.1-2 Application for Eligibility of Commodity Listing 
3.1.5.1-3 Waivers 
3.1.5.1-4 Restricted Commodities 
3.1.5.1-5 Ineligible Commodities 

3.2 Procurement of Contracts 
3.2.1 Authority 
3.2.2 Ob j ect ive 
3.2.3 Responsibility 
3.2.4 Definitions 
3.2.5 Policy Section 
3.2.5.1 Improper Business Practices and Personal Conflict 

of Interest 
3.2.5.2 Social Economic~Programs 
3.2.5.2-1 Small Business and Small Disadvantaged Business 
3.2.5.2-2 Application of Labor Laws 
3.2.5.2-3 Foreign Acquisition 
3.2.5.3 General Requirements 
3.2.5.3-1 Bonds and Insurance 
3.2.5.3-2 Contract Financing 
3.2.5.4 Contracting Audits 

3.3 Grant Management 
3.3.1 Authority 
3.3.2 Ob j ective 
3.3.3 Responsibilities 
3.3.4 Definitions 
3.3.5 Policy Section 
3.3.5.1 Regulatory Policies 
3.3.5.2 Specific Support Grants 
3.3.5.2-1 PIO/T 
3.3.5.2-2 Negotiation, Drafting, and Processing 
3.3.5.3 Cooperative Agreements 

(SEE ESSENTIAL PROCEDURES 0 . 3 )  



4 PERSONNEL (HBs 24 - 33) 
General Personnel 
Authority 
Ob j ective 
Responsibilities 
Definitions 
Policy section 
Employee Responsibilities 
Financial Disclosure 
Conflict of Interest 

Labor Management Relations 
AID Equal Opportunity Program 
Merit Promotion Program 
Career-Ladder Promotion 
Personnel Actions Covered by Merit Promotion 
Publicizing Vacancies 
Eligibility 

4.2 Civil Service 
4.2.1 Authority 
4.2.2 Objective 
4.2.3 Responsibilities 
4.2.4 Definitions 
4.2.5 Policy Section 
4.2.5.1 Employment and Promotion 
4.2.5.1-1 Recruitment 
4.2.5.1-2 Parttime Career 
4.2.5.1-3 Detail 
4.2.5.1-4 Appointments and Employment 
4.2.5.2 Involuntary Separation 
4.2.5.2-1 Reduction in Force 
4.2.5.2-2 Furlough 
4.2.5.2-3 Probationary Period 
4.2.5.3 Retirement 
4.2.5.4 Disciplinary Action 

Foreign Service 
Authority 
Objective 
Responsibilities 
Definitions 
Policy Section 
Employment and Promotion 
Recruitment 
Reemployment 
Detail 
Appointments and Employment 

Involuntary Separation 
Reduction in Force 
Furlough 
Probationary Period 

Retirement and Disability System 
Eligibility 
Creditable Service 
Voluntary Contributions 

(SEE ESSENTIAL PROCEDURES 0.6) 



5 MANAGEMENT SERVICES (HBs 6,18,19,20,21-I,21-II,22,23) 

Office Management 
Authority 
Objective 
Responsibilities 
Definitions 
Policy Section 
Records Maintenance and Disposition 
Mail Management 
Building and Parking 
Repair Services 
Parking Facilities 
National Emergency Plan 
Smoking Policy 

5.2 Property Management 
5.2.1 Authority 
5.2.2 Ob j ect ive 
5.2.3 Responsibilities 
5.2.4 Definitions 
5.2.5 Policy Section 
5.2.5.1 Personal Property 
5.2.5.2 Real Property 

5.3 Directives Management 
5.3.1 Authority 
5.3.2 Ob j ect ive 
5.3.3 Responsibilities 
5.3.4 Definitions 
5.3.5 Policy Section 
5.3.5.1 Internal 
5.3.5.2 Agencywide Directives 
5.3.5.2-1 Handbooks 
5.3.5.2-2 Notices 
5.3.5.2-3 Cables 

5.4 ADP Systems Management 
5.4.1 Authority 
5.4.2 Ob j ect ive 
5.4.3 Responsibilities 
5.4.4 Definitions 
5.4.5 Policy Section 
5.4.5.1 Computer Hardware Management 
5.4.5.2 Computer Software Management 
5.4.5.3 Telecommunications 
5.4.5.4 System Support 

(SEE ESSENTIAL PROCEDURES 0.5) 



USAID ESSENTIAL PROCEDURES 
(Numeric Option 2A) 
TABLE OF CONTENTS 

ORGANIZATION AND EXECUTIVE MANAGEMENT 

Administrator USAID Policies 
Authority 
Objective 
Responsibilities 
Definitions 
Essential Procedures 

Delegations of ~uthority and Organizational Structure 
Authority 
Ob j ective 
Responsibilities 
Definitions 
Essential Procedures 
I DCA 
TDA 
Office of Administrator and Executive Secretariate 
Assistant Administrators, Mission Directors and 
Principle Diplomatic Officers 
Bureau for Africa (AFR) 
Bureau for Asia/Near East (ANE) 
Bureau for Latin America and the Caribbean (LAC) 
Bureau for Europe and New Independent States 
Bureau for Global Programs, Field Support, and 
Research (GFR) 
Bureau for Food Disaster Assistance and Crisis 
Management (FDC) 
Bureau for Private Enterprise (PRE) 
Bureau for Management (M) 
Bureau for Program and Policy Coordination (PPC) 
Bureau for Legislative and Public Affairs (LPA) 
Office of Equal Opportunity Programs (EOP) 
Office of General Counsel (GC) 
Office of Small Disadvantaged Business 
Utilization/Minority Resource Center (OSDBU/MRC) 
Office of the Inspector General (IG) 
Office of International Training (OIT) 

0.1.3 USAID Organizational Structure (This can be 
incorporated into Del of Author above or split out 
separately) 

0.1.3.1 Authority 
0.1.3.2 Objective 
0.1.3.3 Responsibilities 
0.1.3.4 Definitions 
0.1.3.5 Essential Procedures 
0.1.3.5.1 



0.2 PROGRAM AND PROJECT ASSISTANCE (HBs 1,2,3,4,7,8,9,10) 

0.2.1 U.S, Development Assistance 
0.2.1.1 Authority 
0.2.1.2 Ob j ect ive 
0.2-1.3 Responsibilities 
0.2.1,4 Definitions 
0.2.1.5 Essential Procedures 
0.2.1.5.1 U.S. Development Assistance 
0.2.1.5-1-1 Legislative Framework 
0.2.1.5.1-2 Organizational Framework 
0.2.1-5.1-3 USAID Missions 
0.2.1.5.2 Procedures for Setting Policy for USAID 
0.2.1.5.2-1 Policy Papers 
0.2.1.5.2-2 Policy Determinations 

0.2.2 Guaranteed Housing Program 
0-2.2.1 Authority 
0.2.2.2 Ob j ective 
0.2.2.3 Responsibilities 
0.2.2.4 Definitions 
0.2.2.5 Essential Procedures 
0.2.2.5.1 Program Planning 
0.2.2.5.1-1 Statutory Provisions 
0.2.2-5.1-2 Program Policies 
0.2.2.5.2 Program Implementation 
0.2.2,5.2-1 Lender Selection 
0.2.2.5.2-2 Negotiation of Contract Documents 
0.2.2.5.2-3 Technical Assistance 
0.2.2.5.2-4 Loan and Escrow Disbursements 
0.2.2.5.3 Financial Management of Housing Program 
0.2.2.5.3-1 Collection of Fees 
0.2.2.5.3-2 Monitoring Activity in the Housing Guaranty Fund 

0-2.3 Food for Peace (Title 11) 
0.2.3.1 Authority 
0.2.3.2 Obj ect ive 
0.2.3.3 Responsibilities 
0.2.3.4 Definitions 
0.2.3.5 Essential Procedures 
0.2.3.5.1 Concessional Sales Programs 
0.2.3.5.1-1 Title I 
0.2.3.5.1-2 Food for Peace 
0.2.3-5.2 Foreign Donation Programs 
0.2.3-5.2-1 Title I1 
0.2.3.5.2-2 Claims for Losses, Damages and Improper 

Distribution 
0.2.3.5.2-3 Emergency Proj ects 
0.2.3.5.2-4 Local Currency Projects 
0.2.3.5.3 Evaluations and Audits 



0.3 PROCUREMENT AND CONTRACTS (HBs lB,11,12,13,14,15) 

0.3.1 Project and Nonproject Procurement 
0.3.1.1 Authority 
0.3.1.2 Objective 
0.3.1.3 Responsibilities 
0.3.1.4 Definitions 
0.3.1.5 Essential Procedures 
0.3.1.5.1 Commodity Eligibility 
0.3.1.5.1-1 Determining Eligibility of Commodities 
0.3.1.5.1-2 Application for Eligibility of Commodity Listing 
0.3.1.5.1-3 Waivers 
0.3.1.5.1-4 Restricted Commodities 
0.3.1.5.1-5 Ineligible Commodities 

0.3.2 Procurement of Contracts 
0.3.2.1 Authority 
0.3.2.2 Objective 
0.3.2.3 Responsibility 
0.3.2.4 Definitions 
0.3.2.5 Essential Procedures 
0.3.2.5.1 Determination of Improper Business Practices and 

Personal Conflict of Interest 
0.3.2.5.2 Social Economic Programs 
0.3.2.5.2-1 Small Business and Small Disadvantaged Business 
0.3.2.5.2-2 Application of Labor Laws 
0.3.2.5.2-3 Foreign Acquisition 
0.3.2.5.3 General Requirements 
0.3.2.5.3-1 Bonds and Insurance 
0.3.2.5.3-2 Contract Financing 
0.3.2.5.4 Contracting Audits 

0.3.3 Grant Management 
0.3.3.1 Authority 
0.3.3.2 Ob j ect ive 
0.3.3.3 Responsibilities 
0.3.3.4 Definitions 
0.3.3.5 Essential Procedures 
0.3.3.5.1 Regulatory Procedures 
0.3.3.5.2 Specific Support Grants 
0.3.3.5.2-1 PIO/T 
0.3.3.5.2-2  egot ti at ion, Drafting, and Processing 
0.3.3.5.3 Cooperative Agreements 



0.4 PERSONNEL (HBs 24 - 33) 
0.4.1 General Personnel 
0.4.1.1 Authority 
0.4.1.2 Ob j ective 
0.4.1.3 Responsibilities 
0.4.1.4 Definitions 
0.4.1.5 Essential Procedures 
0.4.1.5.1 Employee Responsibilities 
0.4.1.5.1-1 Financial Disclosure 
0.4.1.5.1-2 Conflict of Interest 
0.4.1.5.2 Labor Management Relations 
0.4.1.5.3 AID Equal Opportunity Program 
0.4.1.5.4 Merit Promotion Program 
0.4.1.5.4-1 Career-Ladder Promotion 
0.4.1.5.4-2 Personnel Actions Covered by Merit Promotion 
0.4.1.5.4-3 Publicizing Vacancies 
0.4.1.5.4-4 Eligibility 

0.4.2 Civil Service 
0.4.2.1 Authority 
0.4.2.2 Objective 
0.4.2.3 Responsibilities 
0.4.2.4 Definitions 
0.4.2.5 Essential Procedures 
0.4.2.5.1 Employment and Promotion 
0.4.2.5.1-1 Recruitment 
0.4.2.5.1-2 Parttime Career 
0.4.2.5.1-3 Detail 
0.4.2.5.1-4 Appointments and Employment 
0.4.2.5.2 Involuntary Separation 
0.4.2.5.2-1 Reduction in Force 
0.4.2.5.2-2 Furlough 
0.4.2.5.2-3 Probationary Period 
0.4.2.5.3 Retirement 
0.4.2.5.4 Disciplinary Action 

0.4.3 Foreign Service 
0.4.3.1 Authority 
0.4.3.2 Ob j ective 
0.4.3.3 Responsibilities 
0.4.3.4 Definitions 
0.4.3.5 Essential Procedures 
0.4.3.5.1 Employment and Promotion 
0.4.3.5.1-1 Recruitment 
0.4.3.5.1-2 Reemployment 
0.4.3.5.1-3 Detail 
0.4.3.5.1-4 Appointments and Employment 
0.4.3.5.2 Involuntary Separation 
0.4.3.5.2-1 Reduction in Force 
0.4.3.5.2-2 Furlough 
0.4.3.5.2-3 Probationary Period 
0.4.3.5.3 Retirement and Disability System 
0.4.3.5.3-1 Eligibility 
0.4.3.5.3-2 Creditable Service 
0.4.3.5.3-3 Voluntary Contributions 



0.5 MANAGEMENT SERVICES (HBs 6,18,19,20,21-1,21-II,22,23) 

0.5.1 Office Management 
0.5.1.1 Authority 
0.5.1.2 Ob j ective 
0.5.1.3 Responsibilities 
0.5.1.4 Definitions 
0.5.1.5 Essential Procedures 
0.5.1.5.1 Records Maintenance and Disposition 
0.5.1.5.2 Mail Management 
0.5.1.5.3 Building and Parking 
0.5.1.5.3-1 Repair Services 
0.5.1.5.3-2 Parking Facilities 
0.5.1.5.3-3 National Emergency Plan 
0.5.1.5.3-4 Smoking Policy 

0.5.2 Property Management 
0.5.2.1 Authority 
0.5.2.2 Objective 
0.5.2.3 Responsibilities 
0.5.2.4 Definitions 
0.5.2.5 Essential Procedures 
0.5.2.5.1 Personal Property 
0.5.2.5.2 Real Property 

0.5.3 Directives Management 
0.5.3.1 Authority 
0.5.3.2 Objective 
0.5.3.3 Responsibilities 
0.5.3.4 Definitions 
0.5.3.5 Essential Procedures 
0.5.3.5.1 Internal 
0.5.3.5.2 Agencywide Directives 
0.5.3.5.2-1 Handbooks 
0.5.3.5.2-2 Notices 
0.5.3.5.2-3 Cables 

0.5.4 ADP Systems Management 
0.5.4.1 Authority 
0.5.4.2 Ob j ective 
0.5.4.3 Responsibilities 
0.5.4.4 Definitions 
0.5.4.5 Essential Procedures 
0.5.4.5.1 Computer Hardware Management 
0.5.4.5.2 Computer Software Management 
0.5.4.5.3 Telecommunications 
0.5.4.5.4 System Support 



ATTACHMENT B 
AID HANDBOOKS AND AUTHOR RESPONSIBILITIES BY FUNCTION AREA 

(As of August 1992) 

1 Policy - 
1B Procurement Policies 

2 Program Planning and 
Budgeting 

3 Project Assistance 

4 Nonproject Assistance 

SPECIAL PROGRAMS 

Housing Guaranties 

Foreign Disaster 
Assistance 

Food for Peace, 
Title I1 

IMPLEMENTATION 

Participant Training 

country Contracting 

Use of Federal Agencies 

Grants 

Procurement Regulations 

AID-Financed 
Commodities 

Excess Property 

MANAGEMENT 

AID Organization 

Information Services 

POL 

FA/PPE 

FA/B 

POL 

POL 

PRE/H 

FHA/OFDA 

FHA/FFP 

R&D/OIT 

FA/PPE 

FA/PPE 

FA/PPE 

FA/PPE 

FA/PPE 

FA/PPE 

FM/B 

FA/AS/ISS: Part I - 
Directives 
LEG: Part I1 - 
Info. to Congress 
(B. Cook) 
OPA: Part I11 - 
Info. to the Public 
(J. Harper) 
POL/cDIE: Part IV - 
Sources of Info; App 



Financial Management 

Delegations of Authority 

Security 

office services 

Communications Management 

Records Management 

Travel and Transportation 

Overseas Support 

PERSONNEL 

General Personnel Policy 

Employment and Promotion 

Position Classification, 
Pay, and Allowances 
and Allowances 

Attendance and Leave 

Training and staff 
Development 

Employee  elations 
& Benefits 

Separations & Disciplinary 
Actions 

C and E (M. Brown) 
FA/IRM: Part V - 
Info. Tech. App A 
(AS/ISS/RM, B. 
Johnson)App D 
(FA/=, R. ~i~urcio) 

ES:Sup A 
(F. Rogers) 

EOP: Chap. 2 
Equal Opportunity 
Program-Pendarvis 
HRDM/LER: Chap. 6 
Labor-Management 
mlatiom (Mackenzie) 

FA/B/SB Chap. 23 - 
Workforce Resource 
Allocations and 
Employment Control - (M. Rarick) 
FM/FPS: Chap. 6 
schedule of Pay 
Periods; and 
chap. 7 - Salary 
Allotments and 
Deductions 
- (Kramer) 



Reserved 

Personnel Actions, Records, 
& Reports 

Overseas Position Management 


